DEPARTMENT OF THE ARMY
US ARMY INSTALLATION MANAGEMENT CONMMAND
HEADQUARTERS, UNITED STATES ARMY GARRISON, FORT GORDON
307 CHAMBERLAIN AVENUE
FORT GORDON, GEORGIA 30905-5730

REPLY TO
ATTENTION QF:

IMSE-GOR-HR MAR 2 9 2007

MEMORANDUM FOR All Garrison Personnel

SUBJECT: Garnson Command’s Policy Memorandum No. 7 — Civilian Recruitment

i. Ranking and mterview panels are required for positions at GS-13 and above and for GS-12
positions that are unique; e.g., Fire Chief or Deputy. A member of the Civilian Personnel
Advisory Center (CPAC) will serve as an advisor to such panels on issues such as panel
responsibilities, panel composition, confidentiality of information, proper documentation of
selection information, and fairness of the process. Guidance may be addressed to your
servicing CPAC Human Resources (HR) Specialist. The composition of ranking and interview
panels must reflect appropriate diversity, such as gender, race, and/or ethnicity, and must
mclude a member from outside of the organization. Only the approving official may waive the
diversity requirement when circumstances warrant; €.g., unavailability of female GS-14, etc.
Interview panels can have the same members as the selection panel. Selection criteria, matrix,
and mterview questions must be reviewed by the approving official, and the Equal Employment
Opportunity Office must be involved in the process. Comparative matrices are required for all
selections.

2. Twill review/approve all selections for GS-13 and above and for GS-12 unique positions,
prior to notification of selectees by the CPAC. Also, all by-name requests for noncompetitive
Veteran Readjustment Appointments and Veterans Employment Opporfunity Act appointments
will require justification and my approval.

3. The CPAC will conduct a ten percent quality-controi audit of hiring records for all
selections where 2 panel was used, to ensure management is maintaining records and to
determine any training needs for management on the seiection and interview process. Selection
documentation will be maintained in accordance with enclosure 1. A flow chart of the civilian
personnel recruitment process is at enclosure 2.



IMSE-GOR-HR
SUBJECT: Gamson Command’s Policy Memorandum No. 7 — Civilian Recruitment

4. Directors or designees will provide a weckly report to their servicing CPAC HR Specialist
via email, listing all Requests for Personnel Action (RPAs) submitted to the Garrison Resource
Management Office/Civilian Personnel Operations Center. The listing should contain the RPA
aumber, title, series, and grade of the position and any notes with relevant information.

QN
2 Encls JOHN S, HOLWICK
‘OL, SC

Commanding

This memorandumn supersedes the Garrison Commander’s Policy Memorandum No. 7 — Garrisor: Cermmand
Civilian Persennel Recruitment Policy Letter, 05 October 2004
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Civilian Personnel Actions Approval Process

*Promotions (competitive and noncompetitive)
\.mm:&:m: New Positions
*Establish Temp Positions
*Recruitment vice actions
*Reassigniments
*Detalils

Mission
All Civ Pers
Actions

CofS
Approval

Mission
FG 1203 »
Staff Action . DRM
Summa Manager
Garrison A \
A \\m\“ ar Cdr

Approval
*Promotions
*Establish New Positions
*Lstablish Temp Positions

Garrison
Civ Pers
Actions

* Garrison Exceplions: recruitiment vice actions, noncompetitive career programs, VRA appointments, NAF positions, details, and
reassignments. These actions are processed by the manager dircetly with SCCPOC.



